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CHI\lPTER I 
INTRODUCTION 
statement of the :Problem 
The purpose of · this study was to determine the business education 
program and standards of achievement in second.ary schools in England 
and Wales~ 
.A.nalysis of the :Problem 
To accomplish the purpose of this study, the following subordinate 
problems were established:: 
1. To determ:i.D.e the professional qualifications· of business. 
education teachers in the secondary schools surveyed in England and 
Wales 
2. To determine the nature and extent of business education 
. . , 
subjects offered in the secondary school curriculum 
3 o To determine the prerequisites for students enrolling in 
bookkeeping, shorthand, and typewriting 
4. To determine the standards of achievement expected of st~ents 
in shorthand I, shorthand n, transcription, typewriting I, and 
typewriting II 
5. To determine the nature and extent of guidance services 
offered to business education studen~s 
lo$t«n Uaiversity 
School of !ducation 
Libr~y 
2 
Justification of the ProbJ.em 
The data compUed here:in should prove of :interest to business 
educators and administrators in the United States, pa.rticula.rly when 
vi.ewed in the light of the far~sighted policy expressed by Sir 
.Anthony Eden, Prime Minister of EngJ..a.nd, :in his address at Bradford, 
England, January 18, 1956, when he called special attention to the 
need of world--wide scientific education in the follow.i.ng wordst 
The prizes wi.ll not go to the countries w:i. th the 
largest population." .. Those "With the best systems of 
education w.i.ll win. Science and technica.J. sk:i.lls give 
a dozen men the power to do as much as thousands did 
fifty years ago. Our scientists are doing bri.lliant 
work. But if we are to make fuJJ. use of what we are 
learning, we shall need more scientists, engineers, 
and teohnicianso I am determined that this shortage 
shall be made good~l · 
2 
A sttdy of the staff quali.:f.J.cations, e:x:ist:ing bus:iness education 
programs, stand.ar4s of achievement, and guidance services should enable 
curriculum experts to improve busines¥ education programs on the 
. ' 
second.a.l'y Jevelo Many business education concepts have been derived 
from England., a co1mtry long lmown for its development of commercial. 
and banking systems. 
The findings of this ~tudy may also have value to publishers., 
textbook writers, and research workers in the field of business educa-
tion. 
Delimitation of the Stu~. 
This investigation includes a study of selected secondary schools 
l.Jrhe Minister of Education, "Technical Education Cmd. No. 9703,tt 
Her Majesty's Stationery Office, London, England, February 1956, p. 4. 
3 
in EngJa.nd and Wales for the school. year. 1957-1958. 
No attempt was made to compare business education programs and 
standards of acbievenent in England with those in the United States. 
The present diversity of the organization of secondary school.s 
in England and Wal.es leads to w.i.de variation in the length and types 
of courses offered. The following statement reveal.s the mde range 
of ages of the students enrolled: 
In some secondary schools; for e:xample, there is 
an age range of 11 to 15, 16, 17:, or 18 years; in 
others, 'it is from 13 to 15 or 16 or later.l. 
3 
Different patterns of secondary education are offered. Of 
necessity, there is much diversity in curriculum offerings, depending 
upon the economic and residential status of the J.ocal.e. Schools are 
organized directl.y under local education authority Which, as a result 
of the Education act of 1944, are now responsible for the full range 
of education-primary, secondary, and further education • 
.a romparison of business education in England and the United 
States would be difficult because of the many different curriculum 
organizations as set up under local education authorities and the 
use of terminology :in regard to business education. 
Organization of the Study' 
Chapter I colttains the statement of the problem. Chapter II 
presents the related literature. The detailed procedures used f'or 
this study are explad.ned in Chapter m. The anal:ysis and :interpreta ... 
1Ministry of Education, 0 Modern Languages PampbJ.et Number 29,u 
Her Majesty's Stationery Office, London, England, 1956, P• 52. . 
4 
tion of the data relating to business education programs :in secondary 
schools surveyed in, England and Vlales are :in Chapter IV. Chapter V 
presents the summary and recommendations 'Which were developed from 
the data received from the survey of selected secondary schools :in 
England and Wa.J.es ~ 
CHM'TER II 
RlWIE'll OF REI.ATED LITERATURE 
For the purpose of obtaining background information on business 
education in England and WaJ.es, current literature rel.ated to the 
present ~tem of second.a.t'y' busiiless education, teacher preparation, 
curriculum, and standards of achievement were examined~ 
The develo~nt of education in EngJ.a.nd and Wales has been a. 
continua]. and gradua.J. process. Like many British ventures, it i.S 
the product of sJ.aW" growth in 'Which the new has been interwoven with 
the oJ.d. Diversity rather than uniformity has been encouraged. 
The Education · .&i.ct of 19441 Which superseded aJ.l previous educa-
tion acts is the basis of the present educational system in Engla.nd. 
and WaJ.es. The central authority for education, other tha.n university 
·' 
education, is now the Minister of Education. The Right HonorabJ.e 
Geoffrey W q LJ.oyd, the present Minister of Education in England and 
WaJ.es, is assisted by a parliamentary secretary who also sits in 
Parliament. The Minister of Education has power to assure the 
deveJ.opment of a national policy for education. Ex:penditures for 
building grants, emergency training at" teachers, and provisions for 
school milk and meals a.re normally met in full by the Ministq of 
Education. However, he does not provide, :maintad.n or control any 
kind of school, nor does he empJ.oy any teachers. This is the function 
lBritish In.fobna.tion Services, London, EngJ.a.nd, ttEducation in 
Great Britain I.Do 606 (Revised), October 1952, P• ll~ , 
.. --.;-. ·~ .. 
5 
6 
of the 146 Local Education A.uthori tiesl in England and Wales. These 
Local Educa.tion~uthor.ities consist of the councils of 62 counties, 
83 county boroughs, and one joint board representing the area of a. 
county or borough com.b.ined. The staff of the Ministry of Education 
consists of the headquarters administrative officers and inspectors. 
The headquarters inspectors work lies mostly in the areas of the 
Local Education Authorities. They periodical~ inspect and report on 
the efficiency of schools, which involves the assessment of progress 
in schools and consultations with teachers.· Formerly, the inspectors 
visited onJ.y the sichools that received public aid, or fudependent 
schools which requested such inspection, but by' the Edu:-cation Act of 
1944, all schools, including independent schools, a.re open to inspec;.r-
tion, and 'Will, in due course, have to oonform to minimum standards. 
Headquarters administrative officers and inspectors also advise 
the Minister of Education on educati.onal theory and practice and take 
the initiative in making suggestions and reconnnendations to the 
Minister of Education. Each Local Education Authority is responsible 
for seeing that there is a fuJJ. range of educational opporttmity 
through all the tlu-ee stages of prill)9.ry, secondary, and further educa-
tion, according to the terms of the Education Act of 1944. Since some 
of the county units are too large to keep in close touch with local 
circtmlsta.nces, provisions have been made for the delegation of certain 
functions in regard to primary and secondary education tlD:tough divi-
sional executives 'Who a.re not norma.lJ.:y responsible for an area 'With a 
7 
population of less than 60,ooo.l In addition to the primary and 
secondary schools controlled and maintained ey Local Education 
Authorities, there are a large number of schools which are maintained 
ey private individuals. These schools are subject to registration 
and inspection under the Education Act of 1944, but they do not receive 
any financial aid. 
It is considered appropriate at this time to define the three 
types of seconcia±-y schools in England and Wales and to portray the· 
part that busine~s education plays in the total education program. 
Secondary Gra11lll1Ar School. The education offered in this type 
of secondary school is mainly academic and college preparatory. 
Students enter at the age of ll, as a result of a highly competitive 
examination, and usually follow a five-year· program and, therefore, 
remain in school beyond the compulsory age of 1.5. If they qual.if'y, 
students may take a sixth-year intensive course in preparation for 
' 2 
the university. Twenty per cent of the secondary school population 
attend the secondary grammar school. 
Secondaq Modern School. The education offered in this type of 
secondary school. is for boys and girls for whom the academic or 
technical traini.rig is too narrow. The aim is to provide a well-
rounded education, growing out of the interests, abilities, aptitudes, 
and social background of the students. Seventy-five per cent3 of the 
lrbid., p. 13. 
. 
2The Minister of Education, "Technical Education Cmd. No. 9703," 
Her Ma.jesty 1s Stationery Office, London, England, February 19.56, P• 6. 
3~., P• 6. 
8 
8 
secondary school popul.a.tion attend this type of secondary school. 
Secondary Technical School. The education offered in this type 
of second.a.ry school bears a relationshl.p .to the industry and commerce 
of the neighborhood. This school is not intended to give a narrow 
vocational training, rather the early part of the course is fairly 
general, .buiJ..ding. up foundations laid in the ptima.-ry school.~ and in 
the latter ;part of the course integrating these -with vocational educa-
tion. Five per cent1 of the secondary school population attend thl.s 
type of secondary s choel. The secondary ~cbnical. school has been 
the nain source of information in the development of ·this study. 
The distinct~on between ~be above three types of secon~ 
educa.ti.on bas been stated precisely but in practice the differences 
are not too great, particularly in iihe ea.r:cy stages where there is 
a difference only of emplia.sis and in the methods of teaching. These 
three types of schools are not necessarily housed in separate 
buildings since the Ministry of Education allt:m"s flexibility of 
organization~2 
The following three summaries are concerned with research 
studies on businass education in the New England area •. The fourth 
summary is a presentation m.a.d.e to Parliament by the Minister of 
Education, London, England, Februa;ry, 1956, which emphasizes the 
need 01 a. broader secondary technical. school program in England and 
WaJ.es~ 
lxbid., P• 6. 
2British Information Services, London, England, llEducation in 
Great Britain I.D. 606 (Revised), October 1952, P• 17. 
9 
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James A.very Rochel conducted a survey in Vermont to determine 
the status of business education in the approved secondary schools and 
academies of Vermont .for 1949-19.50. Checklists were mailed to 82 
schools offering business education in the state of' Vermont. Fifty-
three schools, or a 64.6 per cent return, was reported. 
The f'ollawing is a SUllJlllS.I'Y of' tb.:i.s survey: 
1. Of' the s cbools surveyed, 39.6 per cent had enrollments of' less 
than 100 s.tud.ents. Appro:ximate~ 30 per cent of' the ·schools 
had enrollments between 100 and 199. !Umost 23 per cent of' 
the schools had enrollments .from 200 to 499. Seven and one-
ba.lf' per cent of' the schools had enroJ..lllents of' over . .500 
students. 
2. The busina ss d~pa.rtment enrollment was 36.2 per cent of the 
total school enrollment. 
3. Twenty-eight per cent of aJ.l graduates in Vermont iii 1949-19.50 
were graduates of' the business education d~pa.rtment. 
4. The eight most pop'Ular bu.&i.ness subjects according to the 
number of' schools .offering them were typewriting I, book-
keeping I, typewriting II, stenography' I, stenography' II, 
junior business training, bus:iness mathematics, and office 
practice • 
.5 • Of' the 71 bus:iness teachers included in this study, 17 were 
men and .54 were women. Eleven of the men business teachers 
were married and. 27 of' the -women business teachers were 
married. 
6. Twenty-nine of' the 71 teachers had five or .fewer years of 
teaching experience. Fourteen of the business teachers bad 
20 or more years of teaoh:ing experience. 
7. Twenty-six of the 71 business teachers bad no degrees and 
seven of·the 4.5 business teachers holding Bachelor's degrees 
also held Master t s degrees. .&. higher percentage of teachers 
had no d~grees in the smaller schools than in the larger 
schools. 
8. More than 7.5 per cent of the business education teachers 
who made returns had outside business e:xperience. This 
experience was, with few exceptions, of a part-time nature. 
l.aoche, J•s Avery, ! Survey Ef Business Education in Vermont, 
·~ster1s Thesis, Boston University, 1950, 61 PP• 
LO 
J.O 
9. Business education subjects were offered as fulJ.-time courses 
:in the ma.jori ty of Vermont schools • Advertising, business law, 
consumer education, economic geography, office practice, and 
salesmanship were the subjects most frequentJ:y offered as b.a.J.f-
year courses. ..(UJ. courses were offered for five periods per 
week, with several cases of bookkeeping I and stenography II 
presented in double periods. 
10. The schools of Vermont followed the plan of placing the baok-
grourld business subjects in grades nine and ten and presenting 
the skilled subjects in grades 11 and 12. 
ll. Qf. the 53 schools which returned usable checklists, 13 reported 
that they bad a pls.cement service and 21 had a guidance program. 
Ul schools, except one, with enrollments of over 300 bad both 
a placement service and a guidance program. 
12. a review of the data presented in this study shows that business 
education holds a prominent place in the educational program of 
Vermont 1949-1950. 
In 1952 Reverend Robert E. Cbam:pa.gnel made a study to determine. 
the business education program in the approved Catholic secondary schools 
of the Archdiocese of Boston for the school year of 1951-1952. Of the 
94 checklists sent out, 70 usable copies were returned. 
The resuJ.ts of this study were s 
1. Seventy of the 94 Catholic secondary schools contacted offered 
a business education program. 
2 •. The most frequentJ:y offered bus:iness education subjects were: 
typewriting I-70 schools, typewrit:ing II-65 schools, shorthand 
I--64 schools, and shortba.nd II-6o schools. Business arith-
metic and office practice were of:fered in 32 schools • 
3. O:f the schooJ.s surveyed, 14.J. per cent bad enrollments of J.ess 
than 100 students. Slightly over 39 per cent of the 70 schools 
surveyed reported :in the lOQ-1.99 enrollment bracket. Forty-one 
per cent ,bad enrollments in the 200 to 499 enrollment range. 
Five and one-ha.J..f per cent of the 70 schools surveyed reported 
in the 5oo and over enrol.J.Jnent brackets. 
l Champagne, Robert E., (Reverend), ! Study o:f The Business Education 
CurricuJ.um. O:ff'ered in The Catholic Secondary Schools o:f the ::iti'chdiocese 
of Boston, Ma.ster 1 i:l"Thesis, Boston University, 1952, ~ PP• 
..u. 
1J. 
4. The business depa:rtm.ent graduates for both years 1951 and 1952 
seem to be approXi.:mately one half of the total number of 
graduates in every enrollment categ917 except that of 1-99 
students, and in this classification., there were 65.1 and 7le 7 
per cent business department graduates in comparison to the 
graduates of other departments. · 
5. The majority of the business subjects offered by the Catholic 
schools seem to be for a one-year period. However, in some 
instances, for the same subject, a lesser or greater period of 
time was aJ.lot~d. · 
6. Approximately one-siXth of the total number of teachers 
employed in the 70 schools offering a business-education 
program were bus:iness teachers. 
7. Of the 108 teachers listed as business teachers in this study, 
100 were sisters, six were brothers, one was a priest, and one 
was a laywoman. 
8. At the time of this study, 69 of the teachers held Bachelor's 
degrees and only nine held a Master's degree. However, these 
figures include only those degrees which were completed and 
not those in the process of completion. 
\ 
9 • . &a is to .be e:x:pected :in a survey of religious teachers who 
devote their entire life to their work of teaching, the aver-
age years of teaching. experience is high. There were only 
two teachers who had only one year of experience, as compared 
to the 35 teachers who had 20 or more years of teaching 
experience. · 
10. There were 76 teachers 'With outside business experience as 
compared to the 32 teachers vd.th no outside experience. The 
work experience was not mere pa:rt-time employment, but rather 
positions such as secretaries, stenographers, bookkeepers, 
office mrkers and the like, which these sisters held before 
they entered the convent. 
11. Many well-meaning educators, as well as parents, think that 
the religious teacher, especiall.:y' the sister, has only 
theoretica.l knoWledge to bring to the cJ.a.ssroom, with no 
practical experience to guide her. But; this study has shovm 
that many of the sisters have bad much and vat"ied outside 
experience in the business world and that they are well 
equipped to teach the business subjects. -
12. !. review of the data presented in this study reveals that 
bus:iness education, which is offered in 70 of the 94 
Catholic secondary schools surveyed, consists of a well-
integrated pr:-ogr~m and occupies a prominent place in the 
total educational pr-ogram of the catholic secondary schools 
of the .Archdiocese of Boston. 
J.2 
12 
& study was conducted by sarando Peter Giftos1 in 1949-1950 for 
the purpose of determining the status of the business education program. 
a.nd the business education teacher in the public high s 9hools and 
approved academ:i.es of the state of Mad.ne. 
The findings were as fo1lowsr. 
1. The total secondary school enrollment in 1949-1950 was 411294. These students were enrolled in 174 public high schools, 40 
academies, and 20 parocbia.J. schools. 
2. ,Umost one-b.a1.f of the schools, 48.3 per cent, had enrollments 
of less than 100 students. A li ttJ.e more than one-foUt'th of 
the schools, 27.3 per cent, had an enro1Jment of between 100 
and 199 students. Slightly less than one-fifth of the schools, 
17.1 per oent, had. enrollments of 200 to 4 99. Less than one-
tenth, 7.3 per cent, enrolJ.ed mare than 500 students. 
3. almost three-fourths of the schools,. or 72.2 per cent, offered 
a business education curriculum. All, e:xpect three, of the 
schoo1s with enrollments of over 200 sttdents offered bus:iness 
education. 
4. Only type'Wl'iting, bookkeeping, junior business training, 
shorthand, e co nomic geography, and office practice had more 
than 1,000 students enrolled in the State. Economics, business 
1a.w, and consumer education had enrollments between 500 and 
1,000 students. Business English, bus:iness mathematics, 
occupatio~, vocational infornation, and salesmanship enrolJ.ed 
only 100 to 5oo students. Spelling and penmanship, distributive 
education, advertising, and rapid calculation had fewer than 
100 Enrollments in Maine in .1949-1950. 
5. Distribttti.ve education was ~ffered in only two schools. 
6. Only 70 of the 182 schools offering beginning bookkeeping 
continued with a second yeaa:-. AJ:most a.lJ. of the schoo1s 
offered two years of shorthand. Two yea:rs of typewriting 
were reported in 154 of the 183 schools offering beginning 
typewriting. Seventeen schools offered three years of type-
wri ti.ng, and two schools reported three years of shorthand in 
their business curriou.la. o 
7. a noticeable drop in enroll.ments was foUnd between type-
writing I, 5,647, and typewriting II, 2,647; bookkeeping I, 
1Gi.i'tos, Sarando Peter, ~ Survey of Business Educa. tion in Maine, 
Master's Thesis, Boston University, ~950'1'""5'"9 PP• 
4,266, and bookkeeping II, 955; and shorthand I, 2,754, and 
shorthand II, 1.,495 •. 
B. Maine schools followed the pl.an of placing the background 
business subjects in grades nine and ten, and offering the 
skill subjects in grades ll and 1.2. 
9. Junior business training, economic geography, and economics 
were the business subjects most often taught b.1 non-business 
teachers. 
1.3 
J.O. Of the 358 secondary public school. teachers who taught business 
subjects, 208 held state commercial. certificates, and 150 
he1d other types of certificates. Only 40 business teachers, 
or 1.9.1 per cent, held Bache1orts degrees, While 1.33 of the 
non-business teachers, .or 88 «> 7 per cent, were graduates of a 
four-year college or university, and held Bachelor's degrees. 
Onl.y two business teachers had Master's degrees and both 
were women. 
·n. More than four td.mes as many non-business teachers as business 
teachers held Bachelor's degrees. 
1.2. Of the 208 business teachers included in ·this study, 64 were 
men and 1.44 were women .. 
1.3. Eighty of the 208 business teachers h.aci five or fewer years 
of teaching experience. Thirty-four business teachers had 
over 25 years of experience. · 
J.4. ,a review of the data presented in this study shows that 
business education held an important place in the educational. 
program of the State of Maine in 1.949-1.950. 
In Februar,r 1.956, by command of H~r Majesty, Report Number 9703 
on the subject of Teclmical. Education was presented to Parliament by 
the Minister of Education. The highlights of this presentation are as 
follows:-
J.. Success in technical. education depends on attracting many 
more students and placing them in the right courses, and on 
their awn 'Willingness to work bard and complete their studi.es. 
These, it was recognized, were human problems closely related 
to the student's .background. 
2. It was stated that parents easily overestimate what formal. 
education can do for their children and underestimate their 
o11m influence, be it good ctr evil.. b soon as education becomes 
voluntary, as it does at the age of 15 in England and Wales, 
there is a crucial decision to be made. Sometimes it is the boy 
or girl who makes it, but more oi"ten than not, what the family' 
and the neighbors think about further education determines the 
decision. 
3. It was emphasized that every effort must be made to win the 
support of parents for further education. The secondary · 
schools are fully alive to this need, and through personal 
contacts a.nd parents 1 associations steady progress is being 
made. The campaign by leading firms, the nat:i.ona.l press, and 
visits and conferences to illustrate the careers open to boys 
and gi.rls have done much to stir up iriterest :in the schools. 
4. Managers and. trade union leaders who take part on panels con-
cerned with education have been insistent that the Government 
should expand seconda.t-y technical education. The Government, 
therefore, now looks to the individual employer and trade 
union J.eaders to give alJ. the practical support they can to 
make the new pla.ns a success. It was hoped that more and more 
of the leading men and women on both sides of industry would 
give some of their time to the problems a.nd needs of further 
education. 
5. Many private firms, despite labor shortages, encourage yomg 
workers to improve their qualifications. Seine J.arge firms 
conduct apprecent:iceships ~rom whom the most able are chosen 
for advanced courses at a university or technical college. 
6. Finally, :it was stressed that the help and co-operation of 
the general public was needed. The management of full 
empJ.oyment, with its mu~h greater need for a responsible 
attitude to work and its challenge to greater output per man 
as the onJ.y 1vay to raise f!tandards, has brought a sense of 
our dependence on education as the key to advancement. The 
Minister of Education believes that a technicaJ. education must 
be brought within the reach of all and he :is confident that 
this task will be undertaken Willingly by the nati..on. 
A review of the foregoing studies indicates that bUsiness education 
occupies a. prominent place in both the public and parochial secondar,y 
schools of New England. 
The writer failed to locate any previous surveys on the subject 
of business education in England and Wales. However, from the .fore-
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going summary of a. presentation by the Minister of Education to 
parliament in February, 1956, it wa.s noted tha.ii the· increasing aware-
ness of the need for a. broader voca.tiona.1 program was stressed. 
The next cbapiier, Chapter m, preseniis the procedures used in 
conducting this survey. 
6 
• 
tion. 
C~III 
. :PRO.cEmlBES 
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The folloWing procedures were used in conducting this investiga-
1. Sources of information reviewed as background material for 
t.his s tud.y were: 
a. London Times Educational Supplements, Newspaper Sect.ion, 
Lamont Library, Ha.rva;rd University. 
b. British JournaJ.s of Educat.ion, Widener Library, Harvard 
Universi-ty. 
c. Brit.ish Education A.ut.horities Directory and Annua.l Report 
of 1956-1957, British Information Services Library, 
New York. 
d. British Ministry of Education pamphlets, Her Majestyts/ 
S~t.ioner; Office, London, England. 
e. Ministry of Education Report of a. Special Committee on 
Education for Commerce for 19491 British Information 
Services Library, New York. 
f • London County Council Committee Reports, The Blackwell 
Book Company, Oxford, England. 
g. Studies of the London University, Institute of Education, 
The BlackWell Book Company, Oxt'ord., England,. 
2. Six related investigations, a.s well a.s pamphlets, special. 
comntl.ttee reports, and parlia.menta.cy publications by the Ministry of 
Education, London, &gland, were read a.nd a.bst:t'acted to determine the 
va:rious t.vpes of information which is commonly incl.ud.ed in a. study of 
t.his na.ture e 
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3. After the study of business education in secondary schools in 
England and Wales was planned, Mr. llloz:t Barker, Information and 
Education Officer, British Consulate General, 200 Berkeley Street, 
Boston, Massachusetts, -was contacted and interviewed on three different 
dates to obtain information and advice oonce~g the proposed investi-
gation. 
4. A proposed checklist and letter of transmittal were cpnstruoted 
and presented to the Seminar on business education. 
5. The revised checklist and letter of transmittal were then 
presented to Mr. AJJ.on Barker for any sugge·stions or changes that 
seemed necessary. 
6. A letter requesting approval to conduct this study was sent to 
the Ministry of Education, Curzon Street, London W. 1 1 England, on 
March 27, 1958. The proposed checklist, letter of transmittal, and a 
letter of identification, were attached. This letter included a 
request for a complete list of secondary technical schools in England 
and Wales. 
7. A complete list of secondary technical schools in England and 
Wales was obtained from the Education Authorities Directory and Aumua.l 
Report of 19.56-19.57, which was available at the British Information 
Services Library, 4.5 Rockefeller Plaza, New York City 20, New York. 
8., One hmdred fifty checklists, together 'With letters of trans-
mi. ttal, were sent by air mail to secondary technical schools in 
England and Wales on May 7 and May 12, 1958. From the .1.50 schools 
contacted, 99 replies were received and, of these, 00 usable cheek-
lists were tabulated. The 39 schools which returned checkli,sts un-
suited for tabulation reported as follows: 
a. Five of the schools surveyed offered business education 
in evening departments only. 
b. Nineteen schools speciali~ed in engineering and. did not 
offe~ a business education program. 
c. Eight schools were in the process o£ reorganization and. 
promised to provide infprmation later if desired. 
da Two schools reported di!ficulty in interpretation o£ 
terminologyo 
e.. Five headmasters failed to complete the checklist as they 
felt that their small business education program would 
not present a true picture of business education on the 
secondary level in Eng~and and Wales. 
9. The summa.ry and conclusions were written on the basis o£ the 
data received from this survey. 
10 • The analysis and interpretation of the information received 
from the checklists .are presented in Chapter IV~ 
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C~ER IV 
ANALYSIS A.ND INTER.PR.ErAT ION OF THE Dtt.T.A.. 
The general concept of business education :in England and Wales 
is that students be given a broad academic training on the secondary 
level with J.ater specialization at an evening school or at a business 
school.. 
This study of business education in England and Wales, as 
originally pJanned, was limited to a1.1 secondary technical schools 
in England and Wales, 'Wi. th the exception of the London County Council. 
area 'Which was unclassified as to the different types of schools in 
the Education Authorities Directory and Ann~l Report of 195~1957 a 
Only ten schools were chosen in the London area as a sampling for 
this study, With a return of four as indicated in Table I. 
Nineteen of the secondary technical schools contacted reported 
engineering specia1.ization with no female enrollments. Several of 
these·schools, however, reported that they forwarded the checklists 
to nearby secondary school.s -which offered business education. This 
expl.a.ins why seven privately--owned schools are included in this 
study. However, 81.7 per cent of the secondary schools which 
reported were seoondary technical schools supervised by Local. 
Education authorities with curriculum organization geared to the 
needs and opportunities of the areas in which theywere located., 
20 
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TABIE.I 
CIAI.SSIFIC!TION OF SCHOOLS WHICH REr'ORNJ!i) USAl.BIE CHECKLISTS 
Cl.assification Number Percentage 
Of Schools Of Schools 
Seconda.t'y Technical and Commercial 49 81.7 
Privately-owned 7 11.6 
London Cotmty Cotmcil .Ai;rea Schools 
(Unclassified) 4 6.7 
Total 60 l.OO.O 
Table I is a classification of school.s which returned usable 
checklists. 
From the 150 schools contacted in England and Wa1.es, 99 replies 
were received and, of these, 60 usable checklists were tabulated. 
&a irldieated in Table I, the secondary technical and commercial 
school is the :ma.i..n so'lr ee of information for this st~ • The 
schooJ~r:wliich are cla.ssified as privately owned include three 
Catholic seconda.t'y schools w.ith business education offerings.· 
These priva:t;e:cy""'()vmed secondary schools a.re subject to inspections 
by the Ministry of Education but they do not re cal. ve a.ny financial 
assistance. 
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T.&IBLS II 
STUDENT ENROILM!£NTS IN SECONDARY SCHOOLS SURVE'!ID IN ENGWD AND W£\tES 
·Enrollments 
1 - 99 
).()() - 1.99 
200 - 299 
300 - 399 
400 - 499 
soo - 599 
600 - 699 
700 - 799 
800 and over 
Total. 
Number of Schools 
l.O 
J.S , 
9 
6 , 
6 
2 
2 
6o 
Per Cent 
J.6.7 2S.o 
8.3 
1.5.o 
10.0 
8.3 
l.O.,O 
3.3 
3.4 
100.0 
.& distri but~on of the secondary schools surveyed according to 
l 
student enrollments is shovm in Tab).e II. 
The significant factor in this tabl.e ~s that l.S schools re-
ported in the l.00-1.99 enrollment bracket. Ten schools are in the 
D-99 enrollment range. 
· Of the 6o usable checklists received from secondary schools, 
only four showed enrollments over seven hundred. 
It is interesting to note that the largest number of secondary 
schools of the 60 which reported in this survey had enrol.J.ments 
between 100 and 199 students. 
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TABLE III 
DISTRIBUTION OF BUSINESS T&i.CHERS A\CCORDING TO SBX: IN THE 
SECO:Nl)ikRY SCHOOLS SURVEYED r:N ENGlAND AND V'OOES 
Enrollment Number of Men Women Per Cent Per Cent 
Schools Men Women 
0- 99 10 18 15 54.5 45.5 
100 - 199 15 23 22 51.1 48 .. 9 
200- 299 5 13 12 52.0 48.0 
300 - .399 9 12 18 40.0 6o.o 
400- 499 6 8 15 34.8 65 .. 2 
5oo - 599 5 15 6 71.4 28.6 
600 - 699 6 6 8 42.9 57.1 
700 - 199 2 2 1 66.7 33.3 
800 and over 2 4 o.o 100.0 
Totals 6o 97 101 45.9 54.1 
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Total. 
33 
45 
25 
30 
23 
21 
14 
3 
4 
198 
The distribution of business education teachers according to sex 
is sho'Wll in Table III o 
.&As indicated in Table III, 101, or 54.1 per cent, of the 198 
business education teachers were women, and 97, or 45.9 per cent, 
were men. 
There -was almost an equal number of women and men teachers in 
the 6o secondary schools surveyed in England and Wales, whereas in 
· the NeW England area the women in this field of specialization out-
number the men by a higher percentage. 
The highest percentage of·business teachers were found in schools 
showing the highest female enrollments., 
23 
23 
In the higher enrollment classifications the number of business 
education students formed a comparatively small segment of the total 
student population. 
It was noted that these high enrollment schools were located 
near large cities where general education was stressed on the second.ar;r 
level, with ample day and evening business schools to take care of 
those who desired a business education training. From related 
readings, it was noted that private business schools were plentiful 
in England, especially in the larger cities, and they offered a wide 
variety of business education subjects, accelerated and non-
accelerated, with high standards of achievement. 
Teachers were trained under the English system of training for 
technical schools • Three such training colleges e:x:i.st in England. 
·One is lo.cated in London. Only applicants -who have spent some time 
in industry and who arre over the age of 25 are eligible for entrance 
to such training colleges, which offer an intensive course. Uter 
one year, successful candidates are then considered as qualified to 
teach in secondary technical schools and technical colleges. 
Teachers may enter the teaching profession directly from these 
'training colleges when they obtain the appropriate teaching 
certificate. 
Other recrui.tment of business education teachers With 
experience depends on the demands of the curriculum of a depart-
ment. 
TABLE IV 
NUMBER OF DEGR.EES HELD BY BUSINESS EDUCATION TEA!.OHERS IN THB 
SECONJ)lij?,Y SCHOOLS StJRV'EYED IN ENGlAND AND WALES 
EnroJ.lments 
1 - 99 
100 - 199 
200 - 299 
300 - 399 
400 - 499 
500 - 599 
600- 699 
700 ... 799 
800 and over 
Totals 
:SS.che1or's 
degree 
21 
16 
8 
21 
6 
10 
5 
1 
88 
Master's Doctor's No Degree 
degree degree 
1 12 
2 27 
1 16 
9 
17 
1 9 
9 
3 
3 
4 1 105 
TabJ.e .IV shows the distribution of educational qualifications held 
by business teachers in the secondary schools surveyed in England a.nd 
Wales. 
From Tabl.e IV it was noted tha. t the highest number of teachers 
with degrees were in the lowest student-enroJ.J.m.ent group. The enroJ.J.-
ment cl.a.ssifica.tion 300 to 399 also indicated 21 business teachers with 
Ba.che1or 1s degrees. One hundred five, or 53 per cent, of the 198 
business teachers empJ.oyed in secondary technical schools sUt"veyed ha.d 
no degrees of an:y kind. However, the majority of the checklists stated 
that teachers Without degrees bad taken a.n average of from one to two 
years of specialized .work in teacher-training colleges. Many held 
certificates in shorthand and typewriting in addition to other pro-
fessional qualifications a.nd business experience. Many headmasters 
volunteered information to the effect that in their group of busine~s 
education teachers there were genera.J.J.y o1der men and wom.eno 
T.A.'BIE V 
YEM.S OF TFACHING EXPERm!CE ~UIRED FOR EMPLOYMENT IN THE SCHOOL 
SYSTEMS SURVEYED IN ENGlAND AND W'AIES 
Teaching Experience Required 
For E:mployment 
Two years 
Three years 
No experience 
Did not reply to this question 
Total 
Number of Schools 
3 
1 
35 
21 
60 
The distribution of years of teaching experience required for 
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employment in the secondary schools surveyed in England and Wales is 
shown in Table v. 
The significant factor in this table is that 35 of the schools 
surveyed required no teaching experience when hiring new teachers. 
Three schools required two years• experience, and one school three 
years• experience. 
Twenty-one schools did not reply numerically to this question. 
However, several replied in sentence form to the effect that they 
. required teachers from training colleges which only accepted candidates 
with business experience.. Several headmasters felt that teachers must 
be trained but need not have actual teaching experience o ..1:\.t the time 
of this study, teachers were in such short supply in England and wales 
that t~e majority of schools reported that they must accept the 
teachers they can get~ 
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TABLE VI 
BUSINESS EDUCATION SUBJECTS OFFERED IN THE SECONDARY SCHOOLS 
SURVEYED IN ENGI&ID AND W!UES 
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Business Subjects Offered Number of Schools Per Cent 
Offering These Subjects 
Typewriting I 59 98.3 
Typewriting II 42 70.0 
Shorthand I 59 98.3 
Shorthand II 41 68.3 
Bookkeeping I 51 85.o 
Bookkeeping II 35 58.3 
Commerce 47 78.·3 
Commercial Arithmetic 42 ·70.0 
Economic Geography 26 43.3 
Economic History 22 36 .. 6 
Commercial English 19 31.6 
Economics 18 30.0 
Office Routine 10 16 .. 6 
Transcription 7 11.6 
OTHERt 
Commercial Art 2 3.3 Law and Business Organization 2 3.3 
.&cc01mting and Banking 1 1.6 
Bookkeeping III 1 1 .. 6 
Economic and Public Affairs 1 1.6 
outline of British Government 1. 1.6 
Speech Training . 1 1.6 
Statistics l 1.6 
Tabl.e. VI indicates the business education subjects offered and the 
number of schools offering these subjects ·in the secondary school 
systems surveyed in England and Wales in 1957-1958o 
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Table VI showed that typewriting I and typewriting II were 
offered in 59 and 42 schools, respectively; shorthand I and shorthand 
n were offered in· 59 and 41 schoo~, respectively; and bookkeeping I · 
and bookkeeping II were reported in 51 and 35 schools, respectivelye 
According to the· survey findings, bookkeeping II has decreased 
in popularity due to the fact that business firms prefer to train 
bookkeepers after they have had a well-rounded education a.nd the 
fundamentals of bookkeeping. 
Commerce and commercial arithmetic were offered in 47 and 42 
·schools, respectively. 
With the exception of the subjects mentioned above, none of the 
other business sUbjects were offered in 50 per cent or more of the 
schools surveyed. 
It is interesting to note that economics·was reported in the 
secondary schools w:i. th high male enrollments. According to the 
comments received, the trend is that more emphasis be placed on 
economics in the bus"iness education program in the coming years • 
Office routine, which has been discontinued in many schools 
in the past five years, was only offered in ten of the 6o schools 
which returned usable Checklists. 
Transcription was offered in seven schools and is becoming 
less popular due to the increased emphasis on moving business 
education subjects ahead to the eleventh and twelfth grades in 
the secondary school program. 
8 
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TA,.BLE VII 
BUSINESS EDUClTION SUBJECTS MOST ~UENTLY OFFERID IN 
THE SECONM.RY SCHOOLS SURvEYED IN ENGlAND AND WAlES . IN 1958 
Business Subjects Offered Number of Schools Offering Per Cent 
These Subjects 
Typewrit:ing I 
Shorthand I 
Bookkeeping I. 
Commeree 
TypEfWI'i ting II 
Commercrl.a1 Ari t.bmetic 
Shorthand II 
Bookkeeping II 
Economic Geograph;y' 
Economic History 
Commercial. English 
Economics 
Office Rout:ine 
Transcription 
-
59 98.3 
59 98.3 
51 85.0 
47 78.3 
42 70~0 
42 70.0 
41 68.3 
35 58.3 
26 43.3 
22 36.6 
19 31.6 
18 30.0 
10 16.6 
7 11..6 
Table VII lists the business education subjects most frequently' . 
offered in the secondary schools surveyed in England and Wales. 
The data in Table VII reveal tba.t the four most frequent:ty 
offered subjects of the business education curriculum in the secondary 
schools s'llt'veyed in England and Wales were typewriting, shorthand, 
bookkeeping, and commerce. 
Many of the schools surveyed report.ed that commercial English is 
not a popular subject. and is covered adequately in the required English 
secondar,y school course. 
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T.Mm VIII 
AVERlGE NUMBER OF BUSINESS ClASSES HELD WEEKLY 
IN THE SECONDaiRY SCHOOLS SURVEYED IN ENGlAND AND 'W'ALES 
Business Subjects Nmnber of Schools Average Number of 
Offered Offering SUbjects Classes Held Weekly In . 
Each Subject 
Typewriting I 59 5 
Typewriting II 42 5 
Shorthand I 59 5 
Shorthand II 41 5 
Commercial English 19 5 
Bookkeeping I 51 4 
Bookkeeping II 36 4 
Economics 18 4 
Commercial Arithmetic 42 3 
Economic Geography 26 3 
Commerce 47 2 
Economic History 22 2 
Office Routine 10 l 
Transcription 7 l 
Presented in Table VIII are the average number of business classes 
held weekly in the secondary schools surveyed :in England and Wales. 
This table shows that typewriting I, typewriting II, shorthand I, 
shorthand II, and commercial English are usua~ offered five periods 
per week. 
On the average, bookkeeping I, bookkeeping II, and economics are 
offered four periods weekly. CommerciaJ. ari thmetie and economic 
geography are presented three periods weekly; commerce and economic 
history classes are held twice weekly; and office routine and tran'!'!l' · 
scription Classes are only offered one period ea.chweek. 
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LENGTH OF ClASS PERIODS IN BUSINESS EOUC.lTION 
IN THE SECONDARY SCHOOLS SURV'EYl!ro IN ENGlAND AND WAUES 
Subjects Number Of Schools LENGTH OF CLASS PERIODS IN MINUTES · Offering These 35 40 45 6o & Over Subjects 30 
Typewriting I 59 1 4 42 9 1 
Ty:pewri ting n 42 1 3 27 9 2 
Shorthand I 59 4 la. ll.. 3 
Shorthand II la. 4 29 7 2 
Bookkeeping I 51 4- 35 10 2 
Bookkeeping II 34 3 22 8 2 
Commerce 47 3 35 8 J. 
Total. 2 25 . 2.31 62 
The length o£ the majority o£ classes in busines_s education in 
the secondary schools surveyed in Engl.and and Wales. was 40 minutes. 
A.t the time o£ the survey, the next most frequently used class period 
was 45 minutes, and the third, 3.5 minutes. 
This table shows that 13 classes in various schools were of 
60 minute durati6no 
Only two classes consisted o£ ,30-.minutes in the 00 secondary 
schools surveyed in England and Wa.J.es in 1951-1958. 
TaBLE X 
SIZES OF ClASSES IN BOOKKEEPING I AND BOOKKEEPING II IN 1957-1958 
IN THE SECONDA.RY SCHOOLS SURVEYED IN. ~GlAND AND WlUES 
Class Sizes NUMBER OF SCHOOLS 
Bookkeeping I Bookkeeping II 
Q-10 3 5 
11-19 9 7 
20-25 9 8 
26-30 14 6 
31-4o 6 3 
Bookkeeping not offered 9 25 
No reply to this question 10 6 
Total 60 
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Table X gives a picture of the sizes of classes in bookkeeping I, 
and bookkeeping II in the secondary schools surveyed in England and 
Wales. 
The significant factor ;i.n this table is that the largest number 
of schools offered classes in the 26-30 enrollment classification in 
bookkeeping I, whereas in bookkeeping II, the largest number of 
schools reported classes in the 20-25 classification. This means that 
bookkeeping II cJ.asses are slightly smaller than bookkeeping I classes • 
• 
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SIZES OF ClASSES IN TYP111miTING I AND 'l"Y'm1R!TING II IN 19.57-19.58 
IN THI!: SECONDARY SCHOOLS SURVEYED IN ENGUND A.ND vw:;E5 
NUMBER OF SCHOOLS 
Class Sizes Typewriting I Typewriting II 
0-lO 2 6 
11.-19 12 9· 
2o-2.5 10 7 
26-JO 1.5 7 
31-40 ll 7 
Typewriting not offered 1 18 
No reply to this question 9 6 
Total 6o 60 
Sizes of classes :in typewriting I and typewriting n in 19.5 7-1.958 
in the secondary schools surveyed in England and Wales are shown in 
Table XI. 
It is interesting to note, as in bookkeeping I, that the largest 
number of classes in typewriting I in the secondary schools sUJ:'V8yed 
are in the 26-30 class-size bracket. There is a marked decrease, 
however, in the size of the typewriting II classes as ind:i.ca.ted by the 
fact that the largest number, nine schools, are in the ll-19 enrolJJnent 
classification. This significant decrease is due to the fact that many 
students elect typewriting and after one year find that they have 
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3.3 
mastered the fmdamentals of the subject and, according to the English 
theory, can spend a _second year more profitably in an academic subject. 
'U.BLE XII 
SIZES OF C!&.SSES IN SHORTIW'ID I A.ND SHORTHAND II IN 1957-1958 
IN THl!t SECONDARY SCHOOLS SURVEYED IN ENGL&ND !ND WALES 
NUMBER OF SCHOOLS 
Class Sizes Shorthand I Shorthand II 
0-10 2 6 
ll-19 16 13 
20-2,5 14 8 
26-,30 13 4 
31-40 6 2 
Shorthand not offered .l 21 
No reply to this question 8 6 
Total 6o 
Table XII differentiates the class sizes in shorthand I and 
shorthand II in 1957-1958 in the secondary schools surveyed in England 
and Wales. 
Of the schools surveyed, 16 reported shorthand I in the 11 to 19 
class range. Fourteen schools reported classes in the 20 to 25 class 
enrollment classification. 
It is interesting to note that the highest number of schools 
reported their shorthand I and shorthand II class sizes in the 11 to 
19 enrollment brackets. 
-----
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T.&BLB XIII 
~UISITES FOR BOOKKEEPING I IN THE SECONDlRY SCHOOLS 
SURVEYED IN ENGIAND AND WAlES 
Prerequisites 
Commercial Arithmetic 
Selective Examination 
General Scholastic A\bili ty 
Commerce 
None 
Did not offer bookkeeping I 
Did not I'eply to this question 
Total. 
Numl::er of Schools 
9 
6 
3 
2 
12 
9 
21 
62 
Table XIII shows the prerequisites for bookkeeping I in the 
secondary schools- sl.lt'Veyed in England and Wales. 
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Two of the 60 schools, which returned usable checklists, reported 
both commerce and commercial arithmetic as prerequisites for book-
keeping I, which explains the total of 62 returns in Table XIII. 
The most significant finding in Table XIII is that nine schools 
reported commercial arithmetic as the prerequisite for bookkeeping I. 
Six schools showed a selective examination as the determining factor, 
and two schools reported commerce as the prerequisite. Twelve_schools, 
the largest number, reported no prerequisite for bookkeeping I. 
Twenty-one of the 60 secondary schools which returned usable 
checklists failed to answer this question in any form. 
T&BLE XIV 
J:'RERFQUISITES FOR BOOKKEEPmG II IN TFJE SECO~Y SCHOOLS 
SURVEYED IN ENGlAND .lND UIES 
Prerequisites 
Selective Examination 
Grade of C or Better in Bookkeeping I 
Grade of B or Better in Bookkeeping I 
None 
Did not offer Bookkeeping II 
Did not reply to this question 
Total 
Number of Schools 
8 
6 
3 
4 
25 
14 
6o 
Table XIV summarizes the prerequisites for bookkeeping II in the 
secondary schools surveyed in England and Wales. 
It is interesting to note that a selective examination is the 
determining factor in eight of the 60 schools Which returned usable 
checklists. Six schools ;-eported a grade of C or better, while 
three schools indicated a grade of B or better as the bookkeeping II 
prerequisite. Twenty-five of the 60 schools which returned usable 
data did not offer bookkeeping II. Fourteen of the schools surveyed 
did not reply in any form to this question. 
A few respondents stated that less emphasis has been placed on 
bookkeeping II in the past five years as many business firms have 
initiated their own training programs based on practical methods best 
sui ted to their individual needs. 
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TAJ3LE XV 
~ttESITEB FOR SHORTHA\ND I IN THE SECONDARY SCHOOLS 
SURVEYED IN ENGWD aND WlUES . 
Prerequisites Number of Schools 
General Scholastic Ability 21 
English Grade of B 15 
Selective Examination 12 
Intelligence Quotient 8 
English Grade of A 4 
Typewriting Speed 3 
Individual &mbi tion 1 
Students and Parents Choice l 
None 5 
Did not offer Shorthand I l 
Did not reply to this question 12 
Table XV is a summary of the prerequisites for shorthand I in 
the secondary schools surveyed in England and Wales. 
Of the 59 schools offering shorthand I, 21, the largest number, 
listed general scholastic ability as a prerequisite.of the course~ 
An English grade of B or better was reported by 15 schools as a pre-
requisite. Intel.J.igence quotient, an English grade of .A.., type-
writing speed, individual ambition, and students• and parents• choice, 
listed in order of frequency, were the other prerequisites reported. 
Of the 60 schools only one did not offer shorthand I. Twelve . 
schools failed to reply in any form to this question. 
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TABLE XVI 
~UISITES. FOR SHORTHAND JI IN THE SEcONru\RY SCHOOLS 
SURVEYED IN ENGWD .lND WlUES 
Prerequisites 
Entrance EXamination 
Shorthand I Grade of B or Better 
' ' 
'Shorthand I Grade of ·c or Better 
Typewriting Speed 
Successful Completion of Shorthand I 
General Scholastic Abil:i ty 
. None 
Did not offer Shorthand II 
Did not reply to this question 
Total · 
.Number of Schools 
18 
7 
5 
5 
2 
1 
6o 
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Table XVI gives a picture of the prerequisite~ for shorthand II 
in the secondary schools surveyed in England and Wales • 
. An entrance examination- was reported by the . highest n1.lniber of 
schools as a prerequisite for shorthand II. Per~ps the en:trance 
examination referred to here is comparative to the final examina-
tion in shorthand l;o .& shorthand I grade of B or better was reported 
as a prerequisite for shorthand II by seven schools~ ~ shorthand I 
grade of C or better and typewri.ting speed were reported by five 
' . 
schools as prerequisites of the course. Successful'completion of 
shorthand I was reported as a prerequisite by only two of the schools 
surveyed~ 
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Of the 60 schools which returned usable cheCklists, 21 did not 
offer shorthand II. The trend, as reported by several schools 
surveyed, :is that shorthand be offered as a one-year intensive 
course in the final. year of second.al:7 education e . The general belief 
is th.a.t students accomplish more with a broad educational background 
in addition to one year of intensive vocational training~ 
~UISITES FOR TYPEMUTING II m THE SEOONDMcr . SCHOOLS 
BTIRVEYED IN ENGlAND AND 'W.ES 
Prerequisites 
Grade of B or Better in Typewriting I 
Successful Completion of Typewriting I 
English Grade of B or Better 
Grade of C in Typewriting I 
English Grade of C 
A:verage ScholAstic Ability 
None 
Did not offer Typewriting II 
Did not reply to this question 
Number of SChools 
ll 
8 
7 
4. 
3 
l 
10 
18 
8 
Table XU'II lists the prerequisites for typewriting II in t}).e 
secondary schools surveyed in Engl.a.nd and Wales in 1957-1958. 
Ten of the 52 secondary schools which replied to this question 
reported no prerequisites for typewriting II. 
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El.even, ·the largest number of schools indicated on Table XVII, 
reported a grade of B or better in typewriting I as the prerequisite 
for typewriting II. 
SuccessfuJ. completion of . typewriting I was considered as a pre-
requisite by eight schools. 
An English grade of B or better and a grade of C in typewriting 
I were reported as a prerequisite bw seven and four schools, 
respeotivel.y • 
.ln English grade of C was reported by three schools, and only' 
one school. responded to the effect that schol.astic ability was the 
determining factor for entrance to typewriting n. 
· Eighteen of the 6o schools, which returned usable checklists, 
failed to reply to this question. 
Frerequisites for typewriting I were not requested in the 
checklist. However, several of the headmasters in England and 
Wales reported that a. student•s and parent•s choice, in addition 
to the approval of the headmaster, guidance director, or business 
education teacher, were the deciding factors for entrance to 
typewriting I~ 
This pattern follows along With entrance requirements for 
typewriting I in the secondary schools in the New England area~ 
EXPECTED A\.CHIEVEMENTS IN TWNG DICTaTION OF N11W MATERIA.'.L 
A.T THE END OF THE 'Y&.R IN SHORTHAND I IN. THE SEcOND&RY 
SCHOOLS SURVEYED IN ENGlAND .600) 'DLES 
Ability To Take Dictation for a 
Three-Minute Period 
50-6o W .. P .. M. 
40-45W.P.M. 
30-35 W.P.Mo 
20-25 W~P.M. 
Did Not Offer Shorthand I 
Did Not Reply to This Question 
Total 
Number of Schools 
21 
19 
8 
3 
1 
8 
6o 
~ected achievements ·in shorthand I in the secondary schools 
surveyed in England and Wales are tabulAted in Table XVIII •. 
Twenty-one, or one-third of the schools, reported that students 
were expected to take dictation of new material for a three-minute 
period at a minimum of 50-60 words per minute. Nineteen schools 
reported that students were expected to take dictation at a minimum 
of 40-45 words per minute. Eight schools reported expected shorthand 
achievements at a :mi.n:i.nmm of 30-35 words per minute, a.nd three 
schools reported mini.mum expected achievements of 2o-25 words per 
minute. 
This Table reveals that standards of achievement in shorthand I 
vary considerably in the 6o secondary schools surveyed~ 
T.&BLE XIX 
EXPEOTEID ~OHIEVEMENTS IN TAKING DIOTA.TION OF NEB MA.TERIAiL 
A:r THE END OF THE YEAR IN SHORTHAND II IN THE SEOONTh\RY 
SCHOOLS SURVEYED IN ENGlAND .i\JIID WA.LES 
Ability To Take Dictation for a 
Five-Minute Period 
80-100 W.P.M. 
60-75 W.P.M. 
50 W.:P.M. 
Did Not Offer Shorthand II 
Did Not Reply to This Question 
Total 
Number of Schools 
16 
13 
10 
9 
2 
TabJ.e XIX is a su.mma.ry of expected achievements at the end of the 
year in shorthand II in the secondary schools surveyed in EnglAnd and 
WaJ.esu 
The significant finding in this tabJ.e is that the highest expected 
speed of taking dictation on material of average difficulty for a five-
minute period was in the 80 to 100 word-per minute bracket. 
Thirteen schooJ.s surveyed reported expected achievements on five-
minute timed writings in the 6o to 75 word-per minute category. Ten 
schools reported expected outcomes of a minimum of 50 words per 
minute o Thirteen schools did not offer shorthand II, and two of the 
41 s chooJ.s which offered shorthand II did not repJ.y to this question. 
T.t\BLE XX 
MINIMUM EXPECTED ~CHIEV'EMlSNTS ON WERiil'L OF .lVERA.GE DIFFICULTY 
.M TEE END OF THE 'YEA.R IN TYPm.RITING I IN THE SECONDARY 
SCHOOLS SURVEYED IN ENGlAND AND WAlES 
M:in:imum Net Speed Per Minute 
20 W.P.M. 
25W.P.M. 
30 W~P.M. 
35-45 W.P.M. 
Did Not Offer Typewriting I 
Did Not Reply to This Question 
Did Not Use Speed 'I.Nriting .A.s An 
Evaluating Criterion 
Total 
Number of Schools 
8 
20 
8 
7 
1 
11 
5 
6o 
Table XX shows the :minimum expected achievements at the end of 
the year in typewriting I in the secondary schools surveyed. 
Of the 59 schools which offered typewriting I, 30 schools replied 
that consideration was not given to the question of mailable letters 
for measurement purposes • Of the 13 schools which replied to this 
question, seven required two letters, five .required thre~ letters, and 
one required five letters in a forty-minute period, Sixteen schools 
did not reply to this i temo 
Twenty of the 59 schools which offered typewriting I reported a 
minimum _net speed of 25 words per minute on naterial of aver~ge 
difficulty. It is interesting to note that eight schools reported 
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achievements at the end of the year in the 20 to 30 word-per minute 
oategoryo Seven of the &J checklists tabulated showed expected 
speeds at the end of the year between 35 to 45 words per minute • · 
Five schools did not use typewriting speed as an evaluating ori terion, 
and claimed that their facilities were limited in this respect • 
.Eleven schools failed to reply to this i te~ 
mm XXJ: 
MINIMOM EXPECTED l\CII:IEVEMBNTS ON MlTEEmU. OF ~VEFWlE DIFFICUilL'Y 
&T THE END OF THilt YEAll IN TYl'.EWRITING II IN THE SECO~Y 
SCHOOLS SURVEYED IN ENGL!UID AND WALES 
Minimum Net Sp~ed Per Minute 
25-30 W.P.M. 
35-40 W.P.M. 
45-5o W.P.M .. 
Did Not Use Speed Tests as .An 
Evaluating Criterion 
Did Not Offer Typewriting II 
Did Not Reply to ~his ~uestion 
Total 
Number of Schools 
8 
1.6 
7 
3 
1.8 
8 
6o 
Table XXI shows the m:i.nimum expected achievements at the end of 
the ·year in typewriting II in the secondary schools surveyed. 
The significant factor in this Table is that 1.6 of the 42 schools 
which offered typewriting II showed minimum expected achievements- in 
typewriting of 35 to 40 word per minute e Eight schools reported 
expected achievements between 25 and 35 words per minute, and seven 
. . 
reported minimum typewriting achievements of 45 to 5o as an evaluating 
44 
criterion. Eight schools d.id not reply to this question. 
TA.BLE XXII 
NUMBER OF SCHOOLS OFFERING VOCATIONAL GUIDA.NCE SERVICES TO BUSINESS 
ST'ODENTS IN THE SECONDARY SCHOOLS SURVEYED IN ENGLA.ND 
AND WALES 
Enrollments Number of Schools Number Offering Vocational Guidance 
l- 199 25 13 
200 - 499 20 ll 
500 and over 15 10 
Tota.J.- 34 
Table XXII is a tabulation of the number of schools offering 
vocational guidance services to business education students in the 
secondary schools surveyed in England and Wales• 
A study of Table XXII shdWs that of the ?5 schools in the one 
to 99 enrol.lment group, 13 offered vocational guidance • Eleven of 
the 20 schools in the 200 to 499 enrollment group reported vocationa.J. 
guidance programs. In the large schools of 500 and over, t;en· of the 
15 schools provided vocational guidance services. 
It is interesting to note that the largest number of schools 
offering vocational guidance was, in the schools 'With less than 200 
enrollme:mrts • 
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T&BLE XXIII 
PERSONNEL RESPONSIBLE FOR COUNSELING BUSINESS EDUCATION STUDENTS 
IN THE SECON.DmY SCHOOLS SURVEYED IN ENGL&ND AND WiUES 
Person Responsible For Counseling 
Headmaster 
Commercial Teacher 
Commercial Department Head 
Guidance Counselor 
Assistant Headmaster 
Youth E'mplo~nt Officer 
Local_Education Authority 
Local Ministry of Labor Officer 
Did Not Reply to This .Question 
Number of Schools 
44 
30 
23 
17 
16 
15 
2 
6 
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The significant .factor in Table XXIII is that the headmaster was 
the person responsible for counseling business education students in 
44 of the 6o schools which returned usable checklists e The commercial 
teacher ranked second in the performance o.f.these duties, and. the 
commercial department head rendered counseling services in 23 of the 
schools surveyed. 
The guidance counselor, frequently known as the careers t master, 
rendered counseling services to business stud~nts in 17 of the 6o 
schools • The assistant headmaster, who in some schools assumed the 
duties of the commercial department head, only offered counseling 
services in 16 of the schools tabulated. 
In addition to the items listed on the cheCklist, the respondents 
indicated that the youth employment officer of the local education 
authority and the local ministry of labor representative offered 
counseling services to business students on initial occupational 
requirements and placements on the job. 
~ 
T-003LE XXIV 
NUMBER OF SCHOOLS SHOWING DIFFERENT PERSONNEL RESPONSIBlE FOR INDIVIDlJ.lt G'!JIDA.NCE IN TEE 
SECONJlimY SCHOOLS SURVEYED IN ENGlAND A.ND W!mS · 
- .. ___ ---LL. 
Guidance Services Headmaster 
Commercial 
Department 
Head 
Commercial 
Teacher Counselor 
.l\ssistant 
Headmaster 
Choice of future job 34 26 13 l2 9 
Placement on the job 15 9 4 13 4 
Youth 
Emplo:YJD.Emt 
Officer 
7 
9 
-----Hinl'\1li·41-i-ea-c;~na3;; 14 8 8 6 4 0 
§ 
opportunities 
Choice of subjects taken 31 10 4 - 4 
Choice of electives 17 5 4 - 6 
-
Total lll 56 33 31 27 22 
The outstanding point in Table mv is the extent of guidance duties performed by the headmasters 
in the secondary schools surveyed in England and Wales in 1957-1958. For example, the headmaster in 34 
of the schools surveyed rendered counseling services on the choice of future job, 15 on placement on the 
job, l4 on occupational opportunities, 31 on choice of subjects, and 17 on choice of electives. The 
connnercial department head ranked second to the headmaster in rendering guidance services to business 
students. The commercial teacher 1 the guidance counselor, the assistant headmaster, and the youth 
employment officer offered individual guidance services in a limited humber of schools • 
• 
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The following is a summary of the chang s in business education 
in the past five years and those which are a ticipated in the coming 
years as reported by the secondary school tems surveyed in England 
and Wales in. 1958: 
1 • .&. few schools indicated that Gregg s orthand simplified has 
been adopted. 
2 , Economics has been added to the busi ess curriculum in a few 
schools and the forecast is that greater emp asis will be placed on 
this subject in the coming years. 
3, Office routine, commonly referred to in this co1mtry as 
office practice, has been dropped in many sc ools in the past five 
years. The respondents indicated that great r emphasis is noW 
placed on academic subjects and less on subj cts such as office 
practice. 
4. Bookkeeping II bas been dropped in a few schools, and 
the respondents indicated that business fir 
training programs adapted to their individua 
5. The business education curriculum in many of the schools 
surveyed has been remodelled to meet the re · aments of the 
e:x.amination for the ttGeneral Certificate of ucation,t' which· is 
taken at 15 years of age, The ttRoyal Societ of Arts" examination 
has been dropped in many of the secondary s ool systems surveyed, 
6. Many of the secondary schools which 
shorthand and typewriting in grades 11 and 1 have found that much 
more is achie-ved by postponing shorthand to ade 12.. Typewriting, 
however, is still taught in grades 11 and 12 in the majority of the 
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secondary schools which returned usable chec lists. 
7. It is expected that the compulsory·s hool age will be extended 
from 1.5 to 16 in the next five years. 
B. An increase is. expected in the numbe of business subjects 
which business education majors may elect in 
9. The postponement of business educa.ti n to grades 11 and 12 
is forecasted. The secondary schools surve d now admit students 
at 11 years of age and offer a five-year pro am with a definite 
national trend toward a six year secondary p ogram. 
10. A. few respondents indicated that a c urse on the outlines 
of British Government will be added to the b s:4tess education 
curriculum in the next five years. 
11. Several schools reported the Possibl addition of a 
statistics course to the business ~duc~ti~n turriculum in coming 
years. I 
12. Several schools reported the possib e addition of dicta-
phones to the facilities of the typewriting 
13. Many secondary schools plan to use structional and 
visual aids, i.e., tape recorders, films to correct 
teChniques, and visits to local business fir 
• 
14. According to the business educa.-
tion on the secondary level in EngJ..a.nd and Wi l.es in the next. five 
years will be planned in the light of the s ply and demand of 
personnel in banks, insurance offices, and l cal government offices. 
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CHA\PTFm. V 
S"U.MMW" OF FINDINGS .A.ND RECO:M.'ME.tiJWION~ 
As stated in Chapter I, the purpose of this study wa.s to determine 
the business education program and standards of acbi.evement in the 
secondary sqhools in England and Wales for the school year 1957-1958. 
A checklist together w.ith a letter of transl{litta.l wa.s mailed to 
150 secondary schools in England and Wales in Ma.y 1958. Of the 
secondary schools contacted, 99 replies were received and, of these, 
60 usable checklists were tabulated. 
S~·of Findings 
The findings based on an analysis of the 6o completed checklists 
were as follows:: 
1. Of the 6o usable checklists tabulated, 49 were from secondary 
technical and commercial schools; seven were from privately owned 
secondary schools; and four were from the London County Co'llncil area 
schools which were listed as unclassified in the Education ~uthori ties 
Directory ?nd Annual Report of 1956-1957. 
2. Ten schools, or 16.7 per cent, of the 60 schools wbi.ch returned 
usable checklists reported less than 100 students. Fifteen schools, 
or the largest group, reported enrollments from 100 to 199 students. 
Twenty schools, or 33~3 per cent, indicated enrollments from 200 tOJI. 
499. Fifteen schools, or 25.o per cent, reported 5oo students and 
over. 
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J. One hundred one, or 54.1 per cent, of. the 198 business teachers 
in this survey were women. Ninety-seven, or 45.9 per cent, were men 
teachers. 
4. Eighty-eight business teachers held Bachelor's degrees, four 
held Master's degrees, and only one held a Doctor's degree. The two 
largest groups of teachers w.:i.th degrees were shown in the one to 99 
and 300 to 399 enroD.ment clAssifications. One 'hundred five teachers 
reported no degrees. 
5. Of the 60 schools which returned usable checklists, three 
required two years of teaching eXperience for employment of new 
teachers in their school systems, and one required three years of 
teaching experience. Thirty-five school systems required no 
. experience when hiring new teachers. . 
6. Of the 6o schools surveyed, 59 schools, or 98.3 per cent, 
offered typewriting. I, and 42, or 70.0 per cent, reported typewriting 
II. Fifty-nine, or 98 .3 per cent, of the schools surveyed offered 
shorthand I, and 41, or 68.3 per cent, reported shorth.and II. Fifty-
one schools, or 85 .,0 per cent, offered bookkeeping I, whereas only 
35 schools, or 58.3 per cent, offered bookkeeping II. Commerce was 
reported in 47, or 78.3 per cent, of the schools surveyed, and 
commercial arithmetic was offered in 42,, or 70.0 per cent, of the 6o 
schools surveyed. Economic geography, ·economic history, commercial 
English, and economics were offered in 47, 42, 26, and 22 schools, 
respectively. Office routine and transcription were reported in ten 
and seven schools, respectively. 
1. The two most frequently offered business education sUbjects 
were typewriting I and shorthand I, both of which were reported by 
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.59 of the &J schools which returned usable checklists. The next four 
most frequently offered subjects were bookkeeping I, ~ommerce, type-
wri.ting II, and connnercial arithmetic, "Which were reported by .51, 47, 
42, and 42 schools, respectively. 
B. Of the &J schools surveyed, the length of the majority of 
business education classes was z:eported as 40 minutes. The second 
largest group of business education classes were listed as 3.5 
minutes, and the third group as. 4.5 minutes per period e . 
9. The sizes of classes varl,ed in bookkeeping I and bookkeeping 
. . . 
II. Of the &J schOols sm-veyed, the largest group, 14, reported 
classes in bookkeeping I in the 26-30 enrollment classification. 
. . 
Next in frequency were the ll-19 and the 20-2.5 enrollment classifica-
. "" . 
tions, which were each reported by ~e schools. The o-10 and the 
31-40 enrollment classifications were reported by three and six 
\ . 
schools, respectively. Of the .51 schools which offered bookkeeping 
I, ten failed to reply to th:i.s question. 
10.- Of the ~.5 'schools Whic~ offered bookkeeping II, eight, the 
largest number, reported classes in the 20-2.5 enrollment classifiea-, 
tion. · Second in frequency was the ll-l!9 enrollment classification 
which was reported by seven of the schools surveyed. The o-10, 26-30, 
and 31-40 enrollment classifications were reported by .5, 6, and .3 
schools, respectively. ·of the .3.5 ·schools ~ich offered bookkeeping II, 
siX failed to reply to this question • 
. . 
· Boston U.ai V'e~si t:y 
School ot· lduoation 
· ,Library 
ll., Of the 59 schools which offered typewriting I, the largest 
group, 15, reported class sizes in the 26-30 enrollment classification~ 
Next in order of frequency were classes in the ll-19 enrollment 
classification as reported by 12 schoolso Classes in typewriting I 
in enrollment classifications 0-10, 20-25, and 31-40; were reported 
by two, ten, and ll schools, respectively. Nine schools failed to 
reply to this question. 
12. A. marked decrease was noted in the size of typewriting II 
classes. Of the 42 schools which offered typewriting II, the largest 
group, nine, reported classes in the 11-19 enrollment classification. 
Classes in typewriting II in enrollment classifications 0-10, 20-25, 
26-30, and 31-40, were reported by six, seven, seven, and seven 
schools, respectively., Of the 42 schools which reported typewriting 
. . 
II classes, six failed to answer this question. 
13. Of the 59 schools which offered shorthand I, 16, the largest 
group, reported class sizes in the 11-19 enrollment classification. 
Second in order of frequency were classes in the 2o-25 enrollment 
category as reported by 14 of the schools surveyed. Classes in the 
o-10, 26-30, and 31-40 enrollment classifications were reported by 
two, 13, and six schools,. respectively. Of the schools "Whiob reported 
shorthand I, eight failed to reply to this question. 
14. Of the 39 secondary schools 'Which offered shorthand n, 13, 
t~e largest group, reported class sizes in the 11-19 enrollment 
classification. Shorthand II class sizes in the o-10, 20-25, 26-30, 
and 31-40 enroll.ment classifications were reported by six, eight, 
four, and two schools, respectively. Six of the 39 schools which 
indicated shorthand II on :t-heir curriculum failed to reply to this 
question. 
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1.5,. Of the 51. schools "Which offarad 'l:?ookkeeping I, the la.rgest 
group, nine, reported commercial. arithmetic as the principal._ pre-
. requ:i..site of the course. Next in order of frequency was a selective 
examination as reported by six of the schools surveyed. General.· 
scholastic ability and commerce were reported by three and two 
schools, respectively. Twelve schools reported no prerequ:i..site for 
entrance to bookkeeping I, and 21. schools did not reply to this 
question. 
16. Of the 35 schools which offered bookkeeping II, a selective 
examination was reported by eight schools as the pr:lnci.pal pre-
requisite of the course. Next in frequency, a grade of 0 or better 
in bookkeeping I was reported by six of the schools surveyed, and 
a. grade of B or better in bookkeeping I was reported by three schools • 
Four schools reported no prerequisite for entrance to bookkeeping II • 
. 
Fourteen schools did not reply in any form to this question, 
l. 7 • Of the 59 schools which offered shorthand I, the largest 
group, 21, reported general scholastic ability as the pr-incipal 
prerequisite of the course. Next in order of frequency was an 
English grade of B or better as reported by 1.5 schools. .& selective 
exa.m:tnat~on, intelligence quotient, an English grade of a, typewriting 
speed, individual ambition, and studentts and parentts choice, listed 
in order of frequency, were the pther prerequ:i..si tes for s-horthand I. 
18. Of the 41 schools whi.ch offered shorthand II, an entrance 
examination was indica ted by 12 schools as the principal prerequiai te 
of the course" Perhaps the entrance examination referred to here is 
equivalent to a final examination in shorthand I o Next in frequency, 
'' 
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a shorthand I grade of B or b.etter was used as a prerequisite of the 
course. a shorthand I grade of C or better, typewriting speed, and 
successful completion of shorthand I, listed in order of frequency, 
were the other prerequisi t.es reported by the secondary schools which. 
returned usable cheCklists. 
19~ The prerequisites for typewriting I were not requested on 
the checklist. However; several of the respondents volunteered the 
information that a student•s and parent 1s choice, in addition to the 
approval of the headmaster, guidance director, or business teacher, 
were the determining factors for entrance to typewriting I. 
20o Of the 42 schools.which offered typewriting II, a grade of 
B or better was reported by ll schools as the principal prerequisite 
of the course • Successful completion of typewriting I was indicated 
by' eight schools as the second most important entrance requirement. 
An English grade of B or better, a grade of C in typewriting I_, an 
English grade of c, and scholastic abilit,r, were reported by 7, 4, 
3, and one school, respectively. Ten schools reported no prerequisite 
for entrance to typewriting II. Eight of the 42 schools which offered 
typewriting II did IU?t reply in arry form to this question. 
2lo Of the 59 schools. which offered shorthand I, the largest 
group, 21, reported expected speed writing achievements in the 50-Co 
word-per minute category. The second highest group of schools, 19, 
indibated abilit,r to take dictation at a minimum of 40-45 wordsper 
minute as the expected achievement at the em of the year, and the 
group of· schools which reported third in frequency, eight, were in 
' ' ' 
the 30-35 word~per minute classification by the end of the year. 
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22. Of the 51 schools which offered shorthand n, 16 reported 
the highest expected speed writing achievement for a five-minute· 
period in the 80-100 word-per-minute classification. The second 
largest group of schools, 13, repo~ted expected speeds in shorthand 
II in the 60-75 word-per-minute range, and the group next in order of 
frequency indicated expected achievements in the 50-word-per-m:iD:tite. 
classification. 
23. Of the 59 schools which offered typewriting I, 20 reported 
a minimum net speed of 25 words per minute as the expected achieve-
ment at the end of the year. The groups next in order of frequency 
·reported expected outcomes at the end of the year in the 20 W~P.M., 
30 W.P.M., and 35-45 W.P.M. classificationse 
24~ Of the 42 secondary schools which reported typewriting n, 
16 reported minimum expected achievements in the 35-40 word-per-
minute range. The second largest group of schools, eight, reported 
expected achievements in the 25-30 word-per-minute classification, and. 
the group third in order of frequency reported expected outcomes in 
the 45-50 word-per-minute rangE) by the end of the year • 
25. Of the 25 schools in the enrollment classification one to 99 
13 reported a vocational guidance program for business education 
students. Eleven of the 20 schools in the 200 to 499 enrollment 
classification offered a vocationa~ guidance program, and ten of 
the 15 schools in the 5oo and over enrollment groups included 
vocational guidance services for business education students. 
26. In 44 of the 60 schools which returned usable checklists, 
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the headmaster was the person responsible far counseling business 
education students.. The business teacher ranked second to the head-
master in the performance of these duties, and the business education 
department head ranked third as the person responsible for counseling 
business education students. 
27., From this study it was noted the extent of guidance duties 
performed by headmasters in the secondary schools surveyed in England 
and Wales in 19.57-19.58. For example, the headmaster in 34 of the 
schools surveyed rendered counseling services on the choice of future 
jobs, 31 on choice of subjects, 17 on choice of electives~ 1.5 on 
placement on the job, and 14 on occupational opportunities • The 
business education department head ranked second to the headmaster 
in rendering guidance serv.ices to 1:ns:i.ness students. The business 
teacher, the guidance counselor, the assistant head.naster, and the 
youth employment officer rendered individual guidance services in a 
limited number of schools~ 
), 
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Recommendations 
It is recommended that a study of this kind be conducted~ 
possibly five years from this date, to determine changes or progress 
made in the business education program in the secondary school systems 
in England and Wales~ 
It is suggested·that a comparative study be made of the business 
education curriculum in secondary schools in New England with. those 
in England and Wales. · 
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TO EACH HEAD:MA.STER 
9 Arbroth Street 
Dorchester 22, Boston 
Massachusetts, U.S.A. 
May 7' 1958 
6o 
Under the direction of Professor Lester I. Sluder, Boston University 
School of Education, I am conducting a survey of Secondary Commercial 
Education in the secondary schools in England and Wales. I have cleared 
this study through the British-Consulate General, Boston, Massachusetts, 
and the Principal Information Officer, Ministry of Education, Curzon 
Street, London W.l, England. 
The purpose of this survey is to determine curriculum offerings 
and standards of achievement in Secondary Com~ercial Education in 
England and Wales. All data received will be summarized and should be 
of interest to commercial educators in both Great Britain and the United 
States. 
The enclosed check list has been arranged so that most questions 
may be answered quickly. May I assure you that your information will be 
kept confidential and will be used in tabulation form only with no 
reference to your particular school. 
A self-addressed envelope and international postage coupons are 
enclosed for your convenience in returning the enclosed check list. This 
study has to be completed by June 15th, therefore, you kind attention in 
this matter will be greatly appreciated. 
Enclosures: 
Check List 
Respectfully yours, 
Jane Lillian Russell, B.s. 
Business Education Teacher 
Self-Addressed Envelope 
Tnternational Postage Coupons 
P .s. If your school does not offer a commercial program, kindly forward -
this correspondence to a nearby Secondary Commercial Technical School. 
Thank you. · 
• 
. ~ -
.l SURVEY OF COMMERCn.L EDUC!l;.TION 
IN THEL SECONDARY SCHOOLS .. 
OF ENG!.JmD :roiD-'WUJSS_.-
~ • .®MINISTM.TDTE INFORMA.TION 
l., Name 
--~----------------~~-----------------------
61 
Titie 
--------~------
2 .. Name of' School --------------------------~--------------------~----------
3~ Ad~~ss · ·~--~--~----~-;------~--------~--~--~----------~--
4. Total enrollments f'or.school year 1957-1958: Boys_:.·__:.___;_ __ ; Girls _______ _ 
I 5o Please indicate number of' teache~s engaged in"teaching comme~cial suqjects 
full. time during 1957-'-1958:: W'omen ; Men----...·._-..:..·. _____ ____ 
60 Please indicate the number ·of cbmmercial teachers in·your school holding the 
following degrees: 
(a) Bachelor's Degree (4 years) 
(b) Ma.ster•s-Degree (5 yea~s) 
(c) Doctor t s P,egree · 
Number 
.--· 
I 
(d) 
(e) 
No degree 
If no degree, give 
number of years of' 
college pre~ra"f?ion. 
Number 
7o Please indicate the numbe~ of' years of teaching experience required of new 
teachers employed in your schoo:L. system. 
~~--~~~----~---------------
B .. CURRICULUM 
lo Please'irieucate the·length, grade.levels,· etc .. , of.th,e·coJ!llD.ercial supjects 
offered in your sch.ool: 
Subjects 
. . 
Example =~ · &.glish 
Bookkeeping I 
Bookke~Sping·II 
Commerce ·.-
Commercial Arithmetic-
Commercial English --
Economics . 
Economic Geography 
Economic History 
Of'fi.ce Routine 
Shorthand I 
Shorthand II 
Transcription"· 
Typewriting I 
Typewriting II 
Other~·------------
' . 
-. 
Years Offered 
.1.. l 2 3 
.&. - -
!/'__ 
.-
. -."'!""'!""". 
Grade 
Levels 
1i & '12 
Nu.inber of' 
Classes · 
Each We$3k 
·-·-· 
Length 
. of Eich 
Class Period 
4o·in:i.D.u.tes 
I I 
(over} 
2. Please indicate the number of pupils in the following classes during the 
school year 1957-1958: 
62 
Number Number NW!lber 
Bookkeeping I 
Bookkeeping II 
C e BOOKKE!ill>ING. 
Typewri tirig I 
Typewriting. II 
ShorthAnd I 
Shorthand II 
le Please indicate the courses, grades, and other factors which are considered 
as prerequisites for students who request to enroll in bookkeeping courSes:: 
BOOKKEEPING I ~UISITES 
(a.)- Commerce 
I 
(b) Commercial ~i thmetic -
(c) Other 
------.---
BOOKKEE!:PING II. ~ UISI'l'ES 
-c a)' Grade of · C · or better ·in-
... Bookkeeping I · 
(b) Grade of B or better in ~ 
Bookkeeping I 
( c 5 Otl;ler· · · ·· · · - -
D. SI;IORTHA.ND 
l. Please indicate the expected shorthand and transcription speeds at the end 
of the year:· 
(a) SHORTIOO:ID I 
~bility to take dictation of new material of-average difficulty for a 
tbree~minute period at, a minimum of 15 W.P-.M. 20 W'.P.M. 
_25 W.P.M. 30 W.P.M. _35 W.P.M. . 40 W.P.M. 
(b) SHORT!WID II 
~bility to take dictation of new material of average difficulty for a 
five-minute period at a ininimum of 20 W.P.M. · 25 W.P.M. · 
30 W .P.M. · 35 W .p.M. 4o W .'P.M. 45 W .P.M. 5o W .P.M. 
- - - - - : 
(c) TM.NSORIPTION 
ability to transcribe mailable letters of average difficulty at the 
rate of 15 W .P.M. 20 W .P .. M. 25 W .P.M. 30 W .P.M. 
- . - --- -
2., Please indicate the major-factors which you consider in admitting students 
to Shorthand I and Shortl;land II~ 
SHORTHIDID I 
(a) English grade of 
(b) General scholast~c-ability--­
( c) Typewriting speed 
(d) Intelligence quotient 
(e) Prognostic tests 
(f) Other 
----------------
SHORTHl\.ND II 
Shoithand I grade of C or better 
Shorthand I grade of B or better~ 
----Typewriting speed 
Other 
---------------------
• 
E.. TYPEWR!TING 63 
l. Please indicate the minimum achievements expected of students at the end 
of the year in Typewriting I and Typewriting II: 
Typewriting Typewriting 
(a) MAILABLE LETTERS • . I II 
(l) Minimum number required in a 40-minute period ;,.,_....,... __ 
(b). TIMED. wRITINGS 
(l) Min:inum net speed per :rrrl;.nute on materia.]_ of 
average difficul~ 
2~ Please indicate the cours~Si grades, and other facturs which ate considered 
as prerequisites for stud~nts who request to enroll in Typewriting II: 
(a) Grade of or better in Typewriting I 
(b) English graae of 
(c) Other 
---------------------------------
F., GUIDANCE 
l., .Does your school have an organize<,! program of vocational guidance for 
commercial students? Yes__,..........>_ No_ 
2~ Please check the following persons responsible for counseling commercial 
students in your school~ 
(a) Headmaster 
(b) Assistant Headmaster 
(c) Commercial Tea~her 
-
(d) Guidance Counselor 
{e) C onnnercial Tiepart!1let.J.t Eea.d 
(f) ether 
~----_.~----~-----
3o Please check the persons responsible for indivi~a.l guidance irt the 
following situatio~s in your schoolg 
b .. 
b 
Choice of future jo 
Placement on the jo 
Ini tia.J.. occupational 
Choice of subjects 
Choice of. electives 
opportunities 
tak~n-
G .. CHANGING TRENDS IN COMi-1ERCIAL :jSDUCATION 
lil 
CD 
!ll 
f_ 
cl-
CD 
~-
I 
l:Il'~ ~~ ·~ t:Jb CD 01 ~~ !ll 01 '!Jl, m~· ~ l:l< ~ 01: 0 ' <D: ~ iJ:i .01 lU ~ g-g. ~- CD~· !U' ~ P..t':-1 
lo Please list the major chang13s which you have made in your co:nrmerbial pro-
gram in the past five years.., Include anr chpnges anticipated for the coming 
year 
--------------------------~~--~~~----~------~--~------------~~~--· 
